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Chapter 2 -- Searching the Evergreen Indiana Catalog

Push the F3 key to bring up the Catalog search screen. You can also click on
the Search menu or use the keyboard shortcut Alt + R and choose the Catalog
(Alt + C) on the drop-down list or go to Cataloging (Alt + G) and choose Search
the Catalog (Alt + S). Likely you will find F3 to be the quickest.
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Setting User Account Preferences to Search All of Evergreen Indiana

Note that under Search Library you can select whether to search a particular
branch or to search all of Evergreen. As a cataloger, you will generally need to
search all of Evergreen. If the default for the drop down list under Search Library
is not “Everywhere,” you will want to change it so that you do not have to select it
each time you search. To do this, click on My Account, under the Evergreen
logo on the top left part of the screen, shown circled above.
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The Account Summary screen will appear. It will show how you are logged in.
This is for your staff user account, not your personal account.
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Click on Account Preferences. It will turn red when you point to it, as shown
above.
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From the Preferences screen, you can change various default settings for your
user account.
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If you wish to change the number of search results displayed per page, select a
different number in the box labeled “Search hits per page.”

If desired, you can also change your Default Font Size from Regular Font to
Large Font.

If you place holds using this account, you can also change your Default Hold
Notification Method.

Note that the box next to Always search my home library by default is
checked. Unchecking this box does not set the default search to Everywhere,
rather it allows you to change the default for the Home Library searches. If you
uncheck the box you can change the Default Search Location to a different
library.

Select Everywhere from the drop down list next to Default Search Range.
When Everywhere is displayed in the search range box, click Save Preference
Changes.
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A dialog box will appear, telling you your preferences have been updated:

The page at hitps:/fevergreen.lib.in. us says: E|

1 Preferences successfully updated
LI

...'.I

Click OK or press Enter. Your default settings will remain until you change them
again.

Note that if you have set the Default Search Range, and you return to the
Preferences screen to make other changes, you will have to set the search range
to Everywhere again, or it will return to the default setting of This Branch.

Click Advanced Search or press F3 to return to the search screen.
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Quick Search

Many kinds of searches can be performed from the Advance Search screen.
Catalogers will frequently use the Quick Search function to search by ISBN.

You can see from the drop down list below, that Quick Search also allows you to
search by ISSN (International Standard Serial Number), Call Number, LCCN
(Library of Congress Card Number), TCN (Title Control Number), and Item
Barcode.
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When using Quick Search, only that field is used for the search. Anything
entered in other search fields does not affect your search, and the other fields will
not be cleared after a Quick Search is performed. The Quick Search function
cannot be limited to your local library. A Quick Search searches all of Evergreen
Indiana by default.
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Advanced Search: Using Search Input

The Search Input boxes allow you to search by Keyword, Title, Author, Subject,
and Series, and to combine these searches to narrow your results.

The default setting displays three boxes for keyword searches. You can click on
the down arrows to select Title, Author, Subject or Series as well. If desired, you
can use different searches in the different boxes. For instance, you can enter the
title of a book in one box, and the author in another.

More search rows may be added by clicking the Add Search Row button. You
can delete search rows by clicking the X button next to the search row.
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Keyword searches are very general and will give you many results. For instance,
try a keyword search for the word “evidence.”

Search Input

|Kewurd v | Cantains V| \evidence RE3

|Kewurd V| |C|:|ntains V| | | [ x, ]

|Kewn:|rd V| |C|:|ntains V| | | [ x ]

[ FesetForm ] [ Add Search Row ] [ Submit Search ]

Notice the large number of results:
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You can also adjust your searches by changing your selection from Contains to
Matches Exactly or Does not contain.
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Try limiting your Keyword search for “evidence” to Matches Exactly:

Search Input

Keyword v | [Matches Exv | [evidence

kFevword % | | Contains #
Kevword % | | Contains #

[ Feset Form ] [ Add Search Fow ] [ =ubmit Search ]

This will limit your search to only records that contain the exact character string
“evidence”. Since Evergreen uses stem searching, doing a Keyword search with
Contains will give you results with words related to “evidence”, such as
“evidently”. Matches Exactly will not omit search results for words such as
“evidenced” because it still contains the exact search string.
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Try a Title search for “evidence*.

Search Input

Title v | |Corntains v | [evidence (%]
|Keywnrd V| |Cnntains V| | | [ b ]
|Kewnrd V| |C|:|ntains V| | | [ b ]

[ FesetForm ] [ Add Search Row ] [ Submit Search ]
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This will limit your search to records with words related to “evidence” in the title.
Unless you use Matches Exactly, records with titles containing related words
such as “evidently” will be included.
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Note that limiting your title search to Matches Exactly will not limit to titles that
contain nothing but your search string, but rather titles that contain your exact
search string.

Search Input

|§Title V| | hatches Ex V| \evidence RE3
|Kewurd V| |Cnntains V| | | [ b ]
|Key‘-ﬁmrd V| |Cnntains V| | | [ b ]

[ Feset Form ] [ Add Search Row ] [ =ubmit Search ]

Thus, using Matches Exactly may not significantly reduce your search results, as
seen below:
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When doing searches for one word titles, it is extremely useful to limit by author
as well. Try limiting your search by adding an author search for Grafton.

Search Input

Title % | | Containg % | |evidence
Contains v | |Grafton
Fewward % | | Containg %

[ Feset Form ] [ Add Search Row ] [ =ubmit Search ]

This should reduce your search results to a manageable number:
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Note that if you go back to the search screen, your last search will be retained.
However, the display reorders the search categories. Author will be displayed on
the top.
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Advanced Search: Sort Criteria
Below the Search Input box are the Sort Criteria and Search Library boxes. The

Sort Criteria box is on the left, and it allows you to change the way your search
results are sorted.

The default Sort Criteria is by Relevance. Generally items are considered more
relevant the more often your search terms show up within a bibliographic record.

You can also choose to sort your results alphabetically by author or title, or
chronologically by publication date:
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When you select Title, Author or Publication Date, the drop down box below
becomes active. You can then select Ascending / A to Z or Descending / Z to A.
Note that for Publication Date, selecting Ascending give you the oldest works
first, and Descending will give you the most recent works first.

Sort Criteria Search Librany
Publication date W Hussey-Mayfield Memaorial Branch
Ascending fAto 2 Lv This Branch v
Ascending f Ato £
Descending / Z to A Limit to Available []
Submit Search

The Sort Criteria box also allows you to group titles and formats, so that they all
display on one line in your search results.

Sort Criteria Search Library
Felewance w Hussey-Mayfield Memaorial Branch
Everswhere w
Group Formats and Editinns Limit to Available [

Note the box labeled Group Formats and Editions. When this line is selected,
most manifestations of a work will be grouped together in one line in your search
results. Note below the first line includes both print and sound recordings

Text Size: Regular fLarge
author: Grafton title: evidence

Gal Feywaord W A&l Formats b

Hussey-Mayfield Memaorial Branch (nciuding resits for Evergreen
Iindiana

Evenpwhers w

Lirnitto Available [ | Sort Results by Relevance hd

Results 1-2 of about2 {page 1 of 1) Available copies | Total copies

This Branch Local Library

System Everywhere
s "E" is for evidence [ a Kinsey Millhone mystery

.@ Grafton, Sue. 475 415 19424
e e "E"is for ewidence D a Kinsey Millhone novel

@ Graftan, Sue oin o0 141
e

Fesults1-2 of about2 {page 1 of 1)
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When the same search is performed with out the box checked, the results show
14 different records including various manifestations, as well as some records
which probably need to be merged.
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stories F © Grafon, Sue
¥ 3 Large type books e 1sted. | c1988 Holt | print 227 p. ; 22 cm. o o i
- Mystery stories el | Place Hold
1) accelerated Reader | BCHS "E"Is far Evidence
- Grafton, Sue
(DE@EE%SE%ELE?&E\;ER) Large print edition. | 1888 G.K. Hall & Co, | 330 p. 1 i i
- y Place Hold
5=3 Relevant Authors "E" is for evidence [hook on GO [a Kinsey Millhone mystend
._'l Graftan, Sue Grafton, Sue )
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ﬁ_" Relevant Series Eist id Place Hold
'—'] Gk Hall large print book Gr‘:ﬂgrzegu:nw
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The Group Formats and Editions will remain checked or unchecked until you
change it again.

Advanced Search: Search Library

The Search Library box allows you to change the search range, and to limit
searches to available items.

Sort Criteria Search Library
Felevance W Hussey-Mayfield Memorial Branch
 Everywhere v
This Branch
Group Formats and Editions [ Local Likrary System

Ewe

Choose a different library...
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In addition to changing the search range to your branch, your local library
system, or all of Evergreen Indiana, you can limit your search to a particular
library other than your home library. When you select Choose a different library
a list of libraries in Evergreen Indiana appears.
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Home

Advanced Search
My Account
You are logged in as hm-cat1

Ouick Search

ISBMN s
Submit
MARC Expert Search
Tag Subfield:
Value:

Add Row  Subrnit

¥ T Evergreen Indiana
—:‘.}'\dams Public Library
: APLS-Decatur
-0 APLE-Geneva
L Brazil Public Library
L Brownstown Public Library
“» L1 Butler Public Library
= L Colfax-Perry Township Public Library
W L Frankin County Public Library
L Fuiton County Public Library
» L Hamlitan Morth Public Library
¥ Jackson County Public Librang
L Jennings County Public Library
[ Lebanon Public Library

# L Welton Public Library
[ pooresville Public Library
W L North Webster Community Public Library
= L pdon winkelpleck Public Library
¥ L Plainfield Public Library
¥ L Union County Public Lilrary
- varmillion County Public Library
L yyaveland Brown Township Public Library
L Zionsville Public Library

You can click on the library system name on the list, or click the arrow next to the
system name to choose a particular branch, as shown with Adams Public Library
above. When you select a name from the list, you will return to the search
screen and that library will show in the Search Library box, as seen below.

Sort Criteria Search Librany
Felevance w APLS-Decatur
This Branch “

Group Formats and Editions O Limit to Available [

After you have performed a search, if you press F3 or select catalog search from
on of the menus, you will return to your Default. Clicking Advanced Search or Go
Back will retain the search range you have selected.
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The search library box also allows you to limit your search to items that are
available for checkout. Place a check mark in the Limit to Available box:

Sort Criteria Search Library

Felevance Hussey-Mayfield Memorial Branch

Ewverswhere e

Limit to P-.vailable

Group Formats and Editions ]

Note that if your search range is Everywhere, then the items just have to be
available at one location. Below you can see in the Everywhere column that all
of these items are available:
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File Edit Search Circulstion  Cataloging Admin (=) Help
1 Catalog
Text Size: Regular/Large
EVERLGREEN
% 1 I1ANA. |litle:e iz for evidence Gaol Kepword % | Al Farmats | | Evenphere hd
:::;?;?:—Mayﬁelcl Memorial Branch /nciluding resulls for Evergreen Limit to Available Son Results by Relevance 3
Home
ad a5 h Results 1- 12 of about 12 {page 1 of 1) Available copies / Total copies
vanced Searc
Local Liki
Wiy Account This Branch D';SI;:I’Y Everywhere
You are logged in as hin-cat1 E iz for evidence
y Grafton, Sue
By it2 Resis 1sted. | c1988 Halt| print 227 p.; 22 cm ora gia 1
= @ Place Hold
L5 Relevant Subjects E s for Evid S
- . ' iz for Evidence
Waomen private investigatars Grafton, Sus
-0 Millhone, Kinsey (Fictitious || print ora o/o 1
_____Cﬁa'j_‘“e’) @ Place Hold
- Detective and mystery E i for evidence
staries
e Grafton, Sue
¥ califomia | 1989 Random House Audio Books | sound recarding (CAS) 2 sound o/ o0 141
- audiobooks cassettes (3 hr) analog.
-0 MILLHOME, KINSEY = Place Hold
(DETECIVE CHARACTER) "E" is for Evidence
U Large type books Grafton, Sue i 1 i
-0 sccelerated Reader: BOHS Large print edition. | 1988 G.K. Hall & Co. | 330 p.
_ @ Place Hold
8 Relevant Authors "E" is for evidence [hook on GO [a Kinsey Millhone rystery]
U oraton, sue Grafton, Sue
0 Grafton. Sus - Library ed. | p2004 Books on Tape | hook on CD & sound discs : digital ; 4 364 11 141 11
»=HE in.
5[
™ Relevant Series - ) Place Hold
'—ll Kinsey Millhone Mysteties B is for evidence
=0 Grafion, Hiue 0/0 0s0 101
Kinsey Millhone rysteries 1sted. [c1988 Holt | PEK/P.200 @
i

If you use the Limit to Available function and limit your search range to a
particular branch, your results will include only items from available at that
branch. The Limit to Available selection will clear if you use the F3 key, but will
remain selected if you use Go Back or click Advanced Search.
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Advanced Search: Using Search Filters

Another way to limit your search results is to use Search Filters. You can limit by
Item Form, Item Type, Literary Form, Language, Audience, and Shelving
Location. All of these searches except for Shelving Location are based on data
from the MARC record fixed fields.

This is why it is very important to ensure that the fixed fields are accurate. If the
fields are incorrect or not filled in, the search filters will be much less effective.
When adding holdings, it is best not to use the search filters, so that poor records
may be found and replaced rather than having duplicate records added to the
system.

Note that only the shelving locations for your library are displayed in the Shelving
Location box, so limiting by Shelving Location will limit the search to your library
only.

To limit your search, simply click on your choices to highlight them in blue. Your
search results will include only records which are coded to your choices. Click on
Books, and Fiction to highlight them.

2
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1239.50 2 Record Buckets | 7 Catalog

Text Size: Regular/Large #
EVERLGREEN
1 IANA.
3 Search Input Search Filters
Harme Title: v | | Contains | |evidence Eraille ) ~
ltem Form Electronic
Advanced Search Keyword v | | Contains Large print v
bty Account
You are logged in as him-cat1 Keyword || | Contains (58 Item Type Andiobooks
Advanced N
[ ResetForm | [ AddSearch Row | [ SubmitSearch | Video Recordings 4
Quick Search Mon Fiction
LiteraryFarm Ficiion
ISBMN ~ acvanced LRSS
Subrnit
Language
French v
MARC Expert Search
Tag Subfield: Sott Critetia Search Library audisnce ﬁ\duh ‘
uvenile
Value: Relewance e Hussey-Mayfield Memarial Branch Advanced General
Add Row  Submit
- — Everywhere b . Stacks A
Ehel\;!ng Audio Books . 2nd Floor
Group Formats and Editions O Limnit to Available [ acation Audio Visual - 1stFloar  +
Submit Search
Basic Catalog (HTML anbyd | Help
Cooprinht @ 0062008 Genrmiz Public |ibram Senice b
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Note that where there are blue arrows on the left side of the boxes, you can scroll
up and down on to see more choices by clicking the up and down arrows. Scroll
down to select Microfilm
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1739.50| 2 Record Buckets | 7 Catalog |
Text Size: Regular [ Large
EVERLGREEN
- Search Input Search Filters
Home |T|t|e v| | Contains v| [eviderce | Large print ~
ltern Form  |Microfiche =)
Advanced Search | Keyward v| | Contains v| | | B Aicrofilm v
bty Account
‘fou are logged in as hm-cat1 | Keyward v| | onisins v| | | ftem Type Audiohooks
Advanced "
[ ResetForm | [ AddSearch Row | [ SubmitSearch | Video Recordings
Quick Search Mon Fiction
LiteraryFarm Ficiion
ISEMN v Acvenced  |LRLSLS]
Subrmnit
English »~
Language | Spanish E
French v
MARC Expert Search —
Tay l:l Subfield: l:l Sott Critetia Search Library udience j\duh |
uvenile
value: || [ Relevance | Hussey-Mayfield Memorial Branch Advenced ]
Add Row  Submit
| | | Ewvenywhere ~ | Sheling S1Ecks ol
LD:@‘;:EE Audio Books . 2nd Floor =
Group Faormats and Editions [ Lirnitto Available [ Audio Visual-1stFloar  »
Submit Search
Basic Catalog (HTML only | Help
Copvrinht & 2N0F-2008 Georaia Public | jbrar Service A
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You can also select multiple items in the same box. To select items which are all
in a row, click the first item you wish to select, then press the Shift key while
clicking the bottom item. Click on English, then press Shift while clicking Erench.
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File Edit Search Circulation  Cataloging Admin (=) Help

1739.50| 2 Record Buckets | 7 Catalog |

Print Page

Text Size: Regular/ Large &
%: IEVERT('-HEEN

Search Input Search Filters
Home |T|t|e v| | Contains v| [eviderce |
ltem Forrmn b
Advanced Search | Keyword v| |C0ntalns v| | |
bty Account
~
You are logged in as him-cat1 | Keyward v| | Contains v| | | ftem Type Audiobhooks =
Advanced " =
[ ResetForm | [ AddSearch Row | [ SubmitSearch | Video Recordings v
Quick Search _ Mon Fiction
LiteraryFarm Ficiion
ISEMN v Acvenced  |LRLSLS]
Subrmnit
Language
MARC Expert Search
Sott Critetia Search Libral
Tag [ | subfens [ ] Y Audience ljfjgni\e
value: || [ Relevance | Hussey-Mayfield Memorial Branch Advenced ]
Add Row  Submit
| | | Ewenswhers b | Shehing Stacks &
Audio Books . 2nd Floor
Group Faormats and Editions [ Lirnitto Available [ Location Audio Visual - 15t Floor E
Submit Search
Basic Catalog (HTML only | Help
Copvrinht & 2N0F-2008 Georaia Public | jbrar Service A

English, Spanish, and French will all be selected.
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To select items which are not in a row, press the Ctrl key while clicking on the
items you wish to select. If you do not press the Ctrl key, any previous selections
will be unselected when you click something new. Scroll down, press the Ctrl
key, and click on Italian.
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1739.50| 2 Record Buckets | Z Catalog |

Print Page

Text Size: Regular/ Large #

EVERLIGREEN
INDIA :
- Search Input Search Filters

Horme | Title v | | Containg V| avidence Large print
ltern Form - |Microfiche
Advanced Search | Keyward v| | Contains v| m
hity Account
i .- Books
‘fou are logged in as hm-cat1 | Keyword 1 | | Contains v| “ ftem Type Aiubuuks

Advanced

[ ResetForm | [ Add Search Row | [ Submit Search | Widen Recordings

Quick Search Mon Fiction
LiteraryFarm Fiean
BN | Sovanced UMD
Bubmit
Language | German
MARC Expert Search
Ty [ | swrens [ SortCriteia seeren Hora suerce S0
vale: [ ] [Relevance ~| Hussey-Mayfield Memorial Branch Agvanged | o el
Add Row  Submit
Add Row  Submit | | | Ewenywhere v | Sheling |StACks A
Lucaliuﬁ Audio Books . 2nd Floor =
Group Formats and Editions [ Limitto available [ Audio Visual - 15tFloor »

Submit Search

Basic Catalog (HTML onhd | Help

Copwrinht @ 200F-2008 Genrdia Public | ibrar Serice

Now English, Spanish, French, and Italian are all selected.
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To change your selection, you can click a line in the box to remove any other
selections. Click on English to remove your selections for the other languages,
and search for English-language items only.
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1739.50| 2 Record Buckets | 7 Catalog |

Print Page

Text Size: Regular [ Large

EVERLGREEN
- Search Input Search Filters

Home | Title v | | Contains V| |evldence | Large print
ltem Forrmn b
Advanced Search | Keyward v| | Contaings V| [ | 4
bty Account
- B
You are logged in as hm-cat1 | Keyword v| | Contains v| | | & Item Type Andinhooks
Advanced "
[ ResetForm | [ AddSearch Row | [ SubmitSearch | Video Recordings
Quick Search : Mon Fiction
LiterarsForm - rmmm
1SEN 3 Advanced IES0ETY
Subrmnit
Submi 2]
Language | Spanish |
French ¥
MARC Expert Search —
Sort Criteria Search Libra
Tag [ | subfeld [ ! pudence G0
Value: l:l | Relevance v | Hussey-Mayfield Memorial Branch ddvanced |l
Add Row  Submit
Add kow - Submit | | | Everywhere b | Shehing Stacks 2
Audio Books . 2nd Floor
Group Formats and Editions O Limit to &vailable [ Location Audio Wisual - 15t Floor E

Submit Search

Basic Catalog (HTML only | Help

Coovright & 200F- 2008 Georgia Public | ibrarm Serice
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To unselect something you have highlighted, when you do not want to select
anything from that box, press the Ctrl key while clicking on that selection. Note
that clicking Reset Form under Search Input will not reset your search filters.
You can unset the filters individually, or hit F3 to start a new search.

Unselect Microfilm to do a title search using the word “evidence”. You should
now be limiting for Books that are in English and Fiction.
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Print Page

Text Size: Regular/ Large &
%: IEVERT(.'-HEEN

Search Input Search Filters
Home |T|t|e V| | Contains v| [eviderce | Braille ~
ltern Form  Electronic =
Advanced Search | Keyword v| | Cantains v| [ | Large print A
bty Account
You are logged in as hm-cat1 | Keyword v| | Contains v| | | Item Type

udiobooks
Yideo Recordings

Advanced

(£33

[ FesetFarm ] l Add Search Row ] l Submit Search ]

Quick Search Mon Fiction

L mr o
ISBM w Actvanced Fiction
Subrmnit
A
Language | Spanish E
French v
MARC Expert Search =
Tay l:l Subfield: l:l Sott Critetia Search Library udience j\duh |
uvenile
value: || [ Relevance | Hussey-Mayfield Memorial Branch Advenced ]
Add Row  Submit
| | | Ewvenywhere ~ | Sheling S1Ecks ~
LD:@‘;:EE Audio Books . 2nd Floor =
Group Faormats and Editions [ Lirnitto Available [ AudioVisual-1stFloor  »
Submit Search
Basic Catalog (HTML only | Help
Copvrinht & 2N0F-2008 Georaia Public | jbrar Service A
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MARC Expert Search
The MARC Expert Search allows you to search a particular field, or even a

particular subfield of the MARC record. This can be very useful when trying to
search for a specific item, or when trying to correct errors in the MARC record.
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EVERLGREEN
1 )| 4 A
Search Input Search Filters
Home Title v | | Contains | |eis for evidence Braille ) ~
ltern Form  |Electronic
Advanced Search Keyword v | | Contains v Large print v
My Account
v i % Books ~
You are Iogged In as him-cat1 Keyward Contains temType |00
Advanced
FiesetForm | [ Add Search Pow | [ Submit Search | Viden Recordings v
Quick Search Won Fictian
LiteraryFarm Fict
EENE sdvangen || C0O0
Subrni English *
Language | Spanish
French v
MARC Expert Search
Tag Subfield: Sort Criteria Search Library Audience ﬁ:\?ehnne
Value: Relevance v Hussey-Mayfield Memorial Branch advanced | o el
Add Row  Submit
_ ——— Evernawvhere b Stacks -~
Ehel\;!ng Audio Books . 2nd Floor
Group Formats and Editions [ Lirnit to Available [ BEAlOn | dio Wisual - 15t Floar
Submit Search
Basic Catalog (HTML onhy | Help
Convrinht @ 2NNK-2008 Georaia Public | ibrav Serice b

Simply enter the MARC field number in the Tag box. If you wish to search a
particular subfield, you can enter that in the subfield box, and enter your search
term in the Value box. Then click Submit.

MARC Expert Search

Tag: s Subfield:
walue: lau:ademy award "best |

Add Row  Subimit

Here we’re searching the Award field, 586 for Academy award best picture
winners. It may take several seconds for your results to appear.

Last Updated: 12/18/2008
2.25



Evergreen Indiana Cataloging Training Manual
Chapter 2 — Searching the Evergreen Indiana Catalog

“11: hm-cat1@HMMPL sarahc.evergreen. lib.in. us

Fle Edit Search  Crculstion  Cataloging Admin (=) Help
1 Bib Record: ocm49634631

Record Summary

Title: The deer hunter (Wiew MARC
Author: Washburn, Deric, Edition: Widescreen [ed. ] Pub Date: c2001
TCN: (OCoLC) ocm4 9694631 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IM) 101010101010101 Last Edited On: 1013/08

Actions For this Record

Text Size: Regular/ Large
EVERLGREEN
ol EPWOTD W armats A Werwhene A
INDI A | Gol Kepword ANF E hy
:::E::-Mnyﬁeld Memorial Branch [nefuding results for Evergreen Limitto Available (] | Sort Fesults by Relevance 3
Horme
Results 1-20 0fabout279 (page 1 of 14) Start « » Available copies / Total copies
Advanced Search Lowal Lib
My Account This Branch U?yﬁle:ry Everywhere
You are logged in as him-cat1 The silence of the lambs
Ny Title Resiits Uit Kennetn
i i Special ed. | [2001], ¢1990 MGM Home Entertainment | videorecording 1 o/o 0in o1
= videodise (118 min): sd, col.; 4 34 in
fljﬂelevant Subjects 3 Elace Hald
Live-action feature Around the world in 80 days
¥ I Feature films 4 | £1356 Yarner Home Video | videorecording 179 min., col., YHE, part 2. sd, 0o oo '
¥ Jviden recardings for the - = Ot 12
hearing impaired e - Place Hold
" DvD (Digital Video Disc) The deer hunter
F L Jews ‘Washburn, Deric.
0 ) widescreen [ed)]. | c2001 Universal Home Video | videorecording 1 videodisc 0/0 0i0 0/
Vil King of England Henry (183 min) sd., cal.; 4 344 In. + 1 Ingert.
1491-1547 v
-
-0 Sir, Saint Mare, Thomas A I
1478-1535 Oliver!
- e Bart, Liohel
Histarical films R "y sescreen. | c2005 Sony Pletures Home Entertainment | videorecarding 1 oo oo o
& wwwudiscuﬁ minJ: sd., col.; 4 34 in.
== Relevant Authors T [1] e Lot ~

Note that you cannot limit the MARC Expert search using any of the other types
of searches, such as the search filters, or limit to available items.

MARC Expert Search
Tag: | Suhfield:
Walue:
Tao: Subfield:
Walue:
cloge

Add Row  Sulimit

You can search multiple fields by adding more rows to the MARC Expert search.
Click Add Row. This allows you to limit your MARC expert search, or search
more than one field at once, since only one field can be entered in each Tag box.
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Understanding Search Results

When you've performed a search in Evergreen Indiana, your search results page
will look similar to the one below:
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1 Catalog | z Catalog

Text Size: Regular/ Large
EVERLGREEN
% | IANA. ||it|E-EVidE"CE Gal Keyword v | | Al Formats v | | Evelywhere v
:::;;:?g-mnyﬁeld Memorial Branch nciuding resuits for Evergreen Liritts Available [ ] | Sorl Results by Pelevance 3
Hame
ad g5 h Results 1- 10 ofabout84 (page 1 of 9) Start & » Available copies / Total copies
vanced Searc
Local Lin
My Account This Branch oc;ﬁ;:ry Everywhere
You are logged in as him-cat1 Evidence to destroy
) ‘Yorke, Margaret.
1 S FRESiS 15t American ed. | 1987 iking | print 239 p. ; 22 om oo n/o 212
B Relevant Subjects (CI Place Hold
= | Evidence of mercy
aMmen lawyers Blackstock, Terr
P L New vark (Nv) | £1895 Zondervan Pub. House | print 345 p. | 23 cm. asa o/o 212
= [ political consultants (1] Place Hald
 # Dyyashington (0.2 . Evidence of love
L Missing persons oo MeConnell, Melissa oo 0o i
1sted. | c2005 Harcourt | print 307 p.; 21 cm.
¥ L Loss (Peyvehology) = ! e B
- b C atistion J Place Hold
e e 01 Large print =z e Evidence ofthings unseen a navel
FL P59 wiggins, Marianne " ' ara
m | 2003 8imon & Schuster | print 383 p.; 25 cm.
Relevant Authors .
- [-QI Place Hald
Blackstock, Ter
.0 Evidence of blood
Cook, Thornas H. Caok, Thomas H
U meconnen, melizsa | 61991 Putramm | print 319 p.; 26 cr. D 0w i
0 Wigging, Marianne 1] Place Hold
] Yorke, Margaret, Evidence of mercy
Blackstack, Terri
 Relevant Series | 1988 Thorndike Press | 526 p tn i Tz
'—I' Aviking novel of rystery and @ Place Hold
. suspense Evidence of merc __

Ind - On the left side of the screen, under the green bar

Horne = reading “My Title Results,” you will see a list of
Advanced Search relevant subjects, authors and series. This list
Wy Account displays the most common entries on the MARC

“Vou are logged in ashm-catl records from the first page of your search results.
You can click on these to link to other items with the

Wy Title Results _ : [ems
same entries, however the subject entries link to all

- Relevant Subjects records with the same subfield a, so clicking on
----- > wiomen lawyers t_he_se Ii_nks W_iII give you re_sults with fiction, non-
----- 0 Mews York (MY fiction, juvenile and adult titles.

¥ 1 Political consultants
# L wyashington (D.C)
P I wissing persons

b L ass (Peychology
» L Radiation

""" P I | arge print l
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In the Results box, under a light green bar with information about how many
search results you have, you will see title information relating to your search
results. This information includes the title and the author. Author information will
be pulled from the first added entry if there is no 100 field. Edition statements
and information from the 300 field are also displayed. Note the row of small icons
underneath the physical description. These icons indicate the type of material,
and this information comes from the fixed fields, so it is important for those to be
entered correctly. Many of the titles will also have covers displayed next to the
title.
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1 Catalog | z Catalog

Text Size: Regular f Large
EVERLGREEN
%l I A ||it|E-EVidE"CE Gal Keyword v | | Al Formats w | | Everywhere w
:::;:?g-mslyﬁel(l Memorial Branch nciuding resuits for Evergreen Liritts available [] | Sort Results by Relevance 3
Hame
ad g5 h Results 1- 10 of about84 (page 1 of 9) Start & » Available copies / Total copies
vanced Searc
] Local Lib
My Account Thiz Branch ODSis‘t:arrnaw Everywhere
You are logged in as hm-cat1 Evidence to destroy  Edition statement
) ‘orke, Margaret
bty Title Results I 1887 Viking | print 238 p. - 22 . ora 0i 212
E Relevant Subjects Sd . “ Blace Hold
vidence of rnercy  Title
L g
Wamen lawsyers Blackstock, Terri Author
P L ew vark (MY | £1895 Zondervan Pub. House | print 345 0., 23 om aia 040 212
~ » U Political consultants [V Place Haold
yashington (©.C.) oy Evidence of love .
b O pisaing persons .. MeConnell, Melissa MARC record 300 field
b D1 0ss (Pyehology 15t et |E2005 Hareourt | print 307 p.; 21 e oio 0io i
- b © Rasiation @ Place Hold
e e 01 Large print xs e Evidence ofthings unseen a navel
FL 5 niggins, Marianne . . e
m Relevant Authors @ | 2003 Siman & Schuster | prnt 383 0. 25 6. 1oons indicating type of material
lace Hold
-0 Blackstock, Terri
.0 Evidence of blood
Cook, Thornas H. Caok, Thomas H
1) Meoonnel, Melissa |£1991 Putnarm | print 319 p.; 25 e, 0w D@ i
-0 Wiggins, Marianne 1] Place Hold
] Yorke, Margaret, Evidence of mercy
Blackstack, Terri
& Ralevant Series | 1988 Thorndike Press | 526 p i 1 tr2
'—I' Aviking novel of mystery an @ Place Hold
. suspense = £ »

Finally note, on the right the Available copies / Total copies columns. These
tell you how many copies are held in your library branch, your local system, and
in all of Evergreen Indiana. If an item shows 0/0 in your branch, your branch
does not own the item. If it shows 0/1, in El, there is one copy in El, but it is not
available. If it shows 1/1 copy, in your branch, your branch owns a copy and it is
available. 1/2 in El indicates there are two total copies, but only one is available.
If your local library has no branches, the columns for This Branch and Local
Library System will be the same.
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LBib Record: ocmS1936918 | 2 Catalog

Record Summary

Title: Evidence of things unseen a novel

(Yiew MARC)
Author: Wiggins, Marianne. Edition: Pub Date: Z003
TCM: (DCLCY 0cmS 1936918 Created By: (EG-IM) 101010101010101 Last Edited By: (EG-IN) 101010101010101 Last Edited On: 03/24/08

Actions For this Record

TER Size Requrar S Carge ¢
EVER r l .
| Jtte; evidence] Gol Keyword [ | Al Farmats w || Everywhere v
:l‘;?;?:-m:\yﬁel(l Memorial Branch incivding resuits for Evergreern Limitto Available O | Sort Results by Felevance a
Home
Results 1- 10 of ahout84 {page 1 of 4) Start « » Available copies / Total copies
Advanced Search
My Account Thiz Branch LDC;J;‘:::W Everywhere
You are logged in as hm-cat1 Evidence to destroy
. “orke, Margaret.
[y viils Resuis TstAmerican ed. | 1857 Viking | print 238 p. : 22 e, ora ora 212
T Ralawant S hisrta @ Place Hold

At the top of the Search results screen is a search box. You can perform new
searches directly from this screen. Note that it allows you to limit to available
items and to change the order of your search results. When you use these
options, you are performing a new search, so if you used any Search Filters in
your search, they will no longer be applied, since they are not available in the
abbreviated search from this screen. If you wish to use Search Filters and limit
your results to available items, or change the way your results are sorted, you

must use the Sort Criteria box on the Advanced Search screen. See Advanced
Search: Sort Criteria on page 2.14.
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When you click on a title to display the record, you must click on the title line or
the book cover. If you click on the author it will take you to a list of works by that
author. Clicking on the title line will take you to the bibliographic record in the
current default screen view. If you have not changed the screen view, the OPAC
view, as seen below, is the default view.
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Record Summary
Title: Evidence of things unseen a novel (Wiew MARC
Author: Wigains, Marianne. Edition: Pub Date: 2003
TCN: {OCLC) ocmS1936918 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IM) 101010101010101 Last Edited On: 08/24/08
Record 4 of 34 [ Start ] [ Previos ] [ Mext ] [ End Actions For this Record
= Hussey-Mayfield Memorial Branch ~
Home Result 4 of 84 Stat == == End
Advanced Search (R0 STy Place Hold | More Actions... v
My Accaunt Title Evidence ofthings unseen a novel
Author Wiggins, Marianne.
You are logged in as hm-cat1
ISBM 0684369691
Ity Title Results Editian
Wity Title Details Puhlication Date 2003
& Publisher Simaon & Schuster
== Relevant Subjects Physical Description print 383 p.; 25 cm
[ Radiation Format O tet
b w3
Tennesses Abstract
0 ol wiar 1814-1918
<[ CopySummary | ShelfBrowser | AuthorMotes | MARC Record |
View copy information for all libraries
[Litrary | callnumber [Actions |available | Ghecked aut|In process| In transit| Resheling| On holds sheir| on order|
Zionsville Public Library
details
Hussey-hayiield FIC browwse
Memarial Branch WIGGINE  pace 1 0 0 0 0 0 0
hold
Z

Note at the bottom of the screen there are links to will display various pieces of
information. The Copy Summary with information on copies that are owned by

the Evergreen Indiana librari
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es is displayed by default, as seen above.
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You can also click on Shelf Browser to displays items in the Evergreen Indiana
catalog by call number. You can see what would be shelved to either side of a
particular title if you thought of El as one big physical library.

*1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in. us

Fle Edit Search  Crculstion  Cataloging Admin -} Help
1 Patron: Macy, Kathy || 3 Bib Record: ocmS1936918

Record Summary
Title: Evidence of things unseen a novel (Wiew MARC
Author: Wigains, Marianne. Edition: Pub Date: 2003
TCN: {OCLC) ocmS51936918 Created By: (EG-TN) 101010101010101 Last Edited By: (EG-IM) 101010101010101 Last Edited On: 06/24/06
Record 4 of 34 [ Start ] [ Previos ] [ Mext ] [ End ] Actions For this Record
~
| Copy Summary Shelf Browser Author Notes MARC Record
‘ Local Call Murnbers: ‘
You are now browsing Evergreen Indiana
=< Previous Page [ Shelf Browser ext Page >
FIC WIGGIN FIC WIGGIN FIC WIGGIN
John Dollar a novel Rehecca of Sunnybraok Farm Rehececa of Sunnybraok Farm
Wiggins, Marianne Wiggin, Kate Douglas Smith Wiiggin, Kate Douglas Smith
Hussey-Mayfield Mernorial Branch Hussey-Mayfield Memarial Branch Hussey-Mayfield Memarial Branch
(=
FIC WIGGIN FIC WIGGINS FIC WIGGINS
Rehecca of Sunnyhrook Farm Evidence ofthings unseen a navel The shadow catcher
Wiggin, Kate Douglas Smith YWigging, Marianne. Wigging, Marianne. b

Note that you can click on Previous Page and Next Page to see browse further
back and forth. This is the same display you will get if you do a call number
Quick Search.

Other links may display here as well, when available, such as Author Notes, seen
above.

Last Updated: 12/18/2008
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Click on the MARC Record link. Scroll down to see the MARC record displayed
below the OPAC record summary:

o | hm-cat1@HMMPL -sarahc.evergreen. lib.in. us @@@
File Edit Search Circulstion  Cataloging Admin (-} Help
1 Bib Record: ocm 16901295

Record Summary
Title: "E" is for evidence : a Kinsey Millhone mystery iz MARC
Author: Grafton, Sue, Edition: st ed, Pub Date: c1955
TCN: (OCLC) ocml&R01295 Created By: (EG-IN) 101010101010101 Last Edited By: (E=-IM) 101010101010101 Last Edited On: 08/24/08
Record 1 of 72 Actions For this Record
§
e
| copysummary | ShelfBrowser | MARC Record B
LDR 03190cam aZ200361 a 450
001 0cm16901295
003 OCoLC
005 20050927110732.0
008 87092851988 nyu 000 1 eng
010 a 87028100
020 Fa 0805004559
0243 Fa 9780805004595
040 Ja DLC fo DLC fd Xvd
043 ta n-us-ca
05000 ta PS3557T.R13 fh EZ 1988
08200 ta @13/54 2149
1001 fa Grafton, Sue
24510 fa "E"isforevidence : th a Kinsey Millhone mystery/ tc Sue Grafton.
250 a 1sted
260 ta Mewyork: {b Holt, fc c1988.
300 1a 227p.;, fc 22cocm. L
4901  ta Kinsey Millhone mysteries
1a Itwas the silly season and & Monday at that, and Kinsey Millhone was bogged down in a preliminary report on a fire
claim. Something was nagoing at her, but she couldnt pin it. The last thing she needed in the moming mail was a letter from
her bank recarding an erroneous $5,000 depositin her account. Kinsey had never believed in Santa Claus and she wasnt
aboutto change her mind now. Resigning herselfto a morning of frustration, she phoned the bank and, assaulted by
canned carols, waited on hold for an officer to clear up the snafu. [twas with something less than Christmas cheerthat
Kinsey faced off anly minutes later with California Fidelity's Mac Voorhies. Voorhies was smart, humaorless, stingy with
praise, and tatally fair. He was frowning nov. "l 9ot a phane call this morning.” he said, his frown deepening. "Someody
g vou're onthe take” Suddenlythe $5.000 deposit clicked info place, twasnia mistake Hwas a sefup, "E" is for 4

In the staff client there are navigation buttons near the top left of the screen —
Go Back and Go Forward. These work much like the back and forward arrow
commands in a web browser, but they do not appear in all screens.

Note the Go Back Button to the Left

Click on the Go Back Button.

Last Updated: 12/18/2008
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It will take you back to the list of titles:

B

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us

Fle Edit Search  Crculstion  Cataloging Admin (=) Help
1 Bib Record: ocm519365918 | 2 Catalog
Record Summary
Title: Evidence of things unseen a novel (Wigw MARC)
Author: Wigains, Marianne, Edition: Pub Date: 2003
TCN: (OCLC) ocmS1936918 Created By: (EG-IN) 101010101010101 Last Edited By: (EG-IM) 101010101010101 Last Edited On: 03/24/03
Actions For this Record
% N D_N NA. ||it|E-EVidE"Ca Gol Keyword v ‘ | All Farmats V| | Everywhere
Hus_sey-MayﬁeI(I Memorial Branch [neiuding resulls for Evergreen Lirmit o Available (] ‘ Son Results by Felevance
Indiana
Hame
Results 1- 10 ofabout84 (page 1 of 9) Start & » Available copies / Total copies
Advanced Search )
My Account This Branch LD?J;'E::W Everywhere
You are logged in as him-cat1 Evidence to destroy
) ‘farke, Margaret.
7S (SIS TstAmerican ed. | 1987 Viking | prini 238 p.; 22 m o/o oso 272
B Relevant Subjects (EI Place Hold
= | Evidence of mercy
aMmen lawyers Blackstock, Terri T
¥ ] b ork (M) | £1895 Zondervan Pub. House | print 345 p. | 23 cm. asa o/o 212
“ [ political consultants [V} Place Haold
= Dyyashington (0.C) <y Evidence of love
- o
wissing persons 5 Mcofninedu' M?HE?Z it | print 307 p. ; 21 /o nio L
— ] Lass (Poyehology) | sted ¢ arcourt | prini p.;21cm.
- 21 ractation - ?d . | Place Hold
-0 B vidence ofthings unseen a nove
Warld Yar, 1914-1918 Wiggins, Marianne
& | 2003 Simon & Schuster | print 383 p.; 26 em. 1 i 414
Relevant Authors
- [El Place Hald
Blackstock, Terr ;
0 Evidence of blood
Cook Thomas H. Cook, Tharmas H
-0 MoConnell, Melissa | 1891 Putnam | print 319 p. ; 25 cm. o/ 0/0 071
o
Y fa

Click on the Go Forward button.

Last Updated: 12/18/2008
2.33



Evergreen Indiana Cataloging Training Manual
Chapter 2 — Searching the Evergreen Indiana Catalog

The bibliographic record reappears:

[

1: hm-cat1@HMMPL-sarahc.evergreen.lib.in. us

File Edit 3Search Circulation  Cataloging

Admin{-)

L Bib Record: ocmS1936918 | 2 Catalog

Record Summary

Title: Evidence of things unseen a novel

(Wiew MARC)
Author: Wiggins, Marianne, Edition: Pub Date: 2003
TCN: {OCLC) ocm51936916 Created By: (EG-IN) 101010101010101 Last Edited By: {EG-IM} 101010101010101 Last Edited Dn: 052405

Record4ofsq__§_tart ] [ Previous ] [ Hext ] [ gnd_ﬂ_l) Actions for this Recort

Text Size: Regular/ Large -
EVERLGREEMN
] ] . Jteevidenced Gel Kepword | | All Formats v | [ Evemhers v

Hussey-Mayfield Memorial Branch

Hame Result 4 of 84

Wy Account Title Evidence ofthings unseen a novel
Author Wiggins, Marianne.

ISBM 0624869691

Editian

Publication Date 2003

Publisher Simon & Schuster

Fhysical Description print 383 p.; 28 cm

Farmat 1A text

Abstract

‘fou are logged in as hin-cat1
My Title Results
Ity Title Detalls

E: Relevant Subjects

P Radiation

P I Tennessee

=0 World war, 1914-1918

From here you can also navigate from record to record in your search results by
clicking the left and right arrows to go to the next record or previous record. You
can also click Start or End to go the first or last record in the list. These work
just like the buttons in the Record Summary.

You can change the text size for the OPAC display by clicking Large in the upper
right. Note the large text below:

Text Size: Reqular / Large &
EVERLGREEN
| TAN A | liteevidence Gol Keyword % | | All Formats ~ | Evenywhere

Hussey-Mayfield Memorial Branch
Hame

Result 4 of 84 Start =< >> End
Advanced Search Record Summary Place Hold | More Actions...
My Account Title Evidence of things unseen a novel
I‘fuu ar;lugged inas Author Wiggins, Marianne.
Nm-ca
ISBMN 06884869891
My Title Results —
Edition
My Title Details R
FPublication Date 2003
E Relevant Subjects Publisher Simon & Schuster
| I radiation Physical Description print 383 p. 25 cm
o Tennesses -
L0 Format O text
winrld War, 1914-1918
Apstract

To start a new search you can hit the F3 key, click on Advanced Search, or use
the brief search form on this page.
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